[image: image1.jpg]


                  

Invites applications from qualified candidates for the following vacancy:
Employment Coordinator/Work Room Coordinator 

Competition Number 17-359 
Contract Start Date:
Immediately

Contract End Date:
October 19, 2018

Hours per week: 
36.25

Wage:  

$25 per hour 

This contract is a partnership between PETL and the ASD-N. It will provide career exploration to students within the Anglophone North school district, provide help to those at-risk students in need of some career guidance, and provide students with an on-site Career Information Center in the morning. In the afternoons, the Career Information Center will become self-directed and will provide job search and training resources to the adult population in order to help them access information on labour markets, job posting, job search, internet sites and access to government programs, etc.
Knowledge 

· Regional labour market information

· Techniques in job search of knowledge of job search experts (specialists)

· Techniques in resume and cover letter writing

· Interview techniques

· Federal/Provincial programs and services

· Job banks/ Resources to access job postings

Skills 

· Ability to conduct a need assessment 
· Written and oral communication
· Computer skills ; ability to use Microsoft Office products; ability to conduct comprehensive internet searches
· Ability to troubleshoot computer/fax/technology

· Ability to police use of equipment and systems

· Networking

· Valid Driver’s License
Qualifications as follows must be included with your application:

· Minimum Bachelor of Arts, Social Science, Education, Counselling, Business Administration, and one year of counselling related work experience would be considered an asset.
· Must have a current and valid criminal record check.
· Covering Letter (stating above competition number)

· Current resume

· Names and contact numbers of two current references

Please apply to ASDNJobs@nbed.nb.ca by Tuesday, November 21, 2017 at 4:30pm.
We would like to thank applicants in advance for their interest in these positions since only those chosen for an interview will be contacted.  Visit our website at www.asd-n.nbed.nb.ca.
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